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Conventionally 


Yours..... 


I recently received from our Hostess Chapter in Houston 
the hotel rates which will prevail at the SHAMROCK in 
Houston. I know that in planning your trip you will want 
to know these. I have listed them below: 

Single Rooms 
Double Rooms 
*Doublettes 


$ 6.00 to $16.00 
$ 8.00 to $18.00 
$12.00 to $18.00 

**Parlor and Bedroom $18.00 to $30.00 

Two Bedroom Suites $35.00 to $45.00 

*I want to tell you about the DOUBLETTES—they 
sound just darling: They are really one-room suites and 
provide you with a living room by day and then at night 
are converted to a twin bedroom. The price is the same for 
one or two persons, and I think most reasonable. 

**These are the same rate for one or two persons, and 
the bedroom has a private boudoir with built-in dressing 
table and wall-to-wall wardrobe closets. 

NOTE: Should more than two persons occupy any 
accommodation, a charge of $3.00 per night is made for 
each extra guest. This would seem to be an interesting 
way of reducing your expense if three of you should desire 
to share one room. An extra roll-away bed is installed. 

WHEN YOU HAVE DECIDED UPON THE AC- 
COMMODATION WHICH YOU WILL NEED, PLEASE 
SEND IN YOUR RESERVATIONS EARLY. June 25th 
is your deadline. Pictured below is a typical room at the 
Shamrock. 





Your National Convention Committee members are 
now working to furnish you with transportation rates to 
Houston. We thought that this might be of considerable 
assistance to you in arranging your trip—or at least helping 
you in the planning stages of your trip. These should be 
reaching you from the committee very soon. 
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by GLADYS MARTIN 
Convention Chairman 





The court yard of the Little Theater in New Orleans is one of 
the show places of the New Orleans French Quarter. In spring 
the court is a riot of color when the blossoms of the many 
tropical plants come into bloom. 


New Orleans is another of those places near Houston 
which you should not miss if you have some extra days 
after convention. 

NEW ORLEANS is the deep South’s largest city, having 
a metropolitan area population of 666,000. It is a lovely old 
city, like no other in this country; it is both modern and 
progressive, yet ancient and antique. If you like history and 
romance, New Orleans has it. During the French and Span- 
ish dominations the French and Spanish influences com- 
bined to develop the Creole architecture which is to be found 
only in New Orleans. Then the Americans came, ostracized 
the Creoles, and developed their own city above and below 
the Vieux Carre. Thus, in New Orleans today can be found 
two cities with distinct personalities—one Latin and the 
other American. The old city is noted for its fancy iron- 
trellised balconies, its lovely patios, myriad shaped roofs, 
narrow streets, and its peculiar architecture. Re-echoing yet 
from it are the deeds of the Lafitte pirates, Baroness Pon- 
talba, Paul Morphy—the chess wizard, Andrew Jackson, 
Paul Tulane, Adelina Patti and many others. 

BY ALL MEANS PLAN TO VISIT NEW ORLEANS. 

Are you thinking about Mexico on this trip? Monterrey 
is only about six hundred miles distant from Houston, and 
I have been investigating regulations and rates for you. 
If this trip appeals to you let us know and we will be able 
to help you plan your trip, either by car or by air. It 
sounds tremendously interesting, and is a trip that you 
may make well within your budget. Monterrey is not the 
overly commercialized trip that you will find Mexico City 
and Acupulco to be, and it was my thinking that perhaps 
you might find this appealing. 
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institute for certifying professional secretaries 


Dear Members of NSA: 

Good progress is being made in developing the machin- 
ery for administering the CPS examination in August. Four 
committees, created by the Institute at its meeting last De- 
cember, are performing their difficult assignments efficiently 
and enthusiastically. But, of course, one would expect that 
committees composed of secretaries, businessmen and wom- 
en, and business teachers, would function efficiently. Brief 
reports of the activities of these committees are given 
below for your information: 


1. Examination Centers Committee, chaired by Ellen 
Carey, 410, 2109 F Street, N. W., Washington 7, 
D. C. This Committee has the task of locating cen- 
ters for August so that all who wish to take the 
examination may do so without having to travel 
long distances. Sixty centers have been selected ten- 
tatively and the Committee is now writing a letter 
(on Institute stationery, over my signature) to 
each, explaining the nature and purposes of the 
examination as well as the duties of an examining 
center. It is the writer's opinion that we should 
avoid the expense of giving the examination at 
a center where fewer than ten candidates will take 
it. Perhaps we do not need sixty centers. The list 
will be published for your information as soon as 
it is ready. If you wish to communicate with this 
Committee about an examination center in your 
vicinity, write to Miss Carey. 


2. Finance Committee, chaired by S. L. Hooper, Sales 
Manager, Remington Rand, Inc., 315 Fourth Av- 
enue, New York 10, New York. This Committee 
has not been very active as yet, primarily because 
the writer has not been able to send it an estimate 
of the cost of administering the examination. This 
estimate must include printing costs of the examina- 
tion, the certificates, publication of an information 
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By Dr. IRENE PLACE 
Acting Dean of Institute 


bulletin, postage, and possible fees for proctors and 
the correction of examinations. All the necessary 
cost data are not yet available. 


3. Publicity Committee, chaired by Dr. Estelle Pop- 
ham, 210 East 68 Street, New York 21, New York, 
is working hard to get a campaign of publicity ready 
for an early release. Publicity releases should begin 
to appear about April. The services of Miss Barbara 
Pradel Price of Carson-Ruff Associates, have been 
engaged for $500. She is preparing a campaign of 
newspaper, magazine, radio, and television publicity. 


4. Qualifications Committee, chaired by Dorothy Bent- 
ley, 611 West Ottawa Street, Lansing 15, Michigan. 
Miss Bentley has communicated with the members 
of her committee and reports that they are develop- 
ing a check sheet to be sent employers for the pur- 
pose of evaluating the quality of the secretarial 
experience submitted by CPS candidates as part of 
their qualifications for taking the examination. The 
Committee is also developing the necessary mach- 
inery for processing the applications as they are 
received. 


Because so much interest has been shown in the course 
we are giving groups of secretaries here in Michigan, we are 
publishing our lecture notes in book form—Business Theory 
for Secretaries. The chapters of the book follow the topical 
outline given in the March issue of THE SECRETARY. A 
bibliography suggesting materials for further study is given 
in each chapter. Some chapters also include questions and 
problems. The book will be ready for distribution in May. 
We are trying to arrange to distribute it to NSA members 
through NSA National Headquarters, in Kansas City. 


Cordially yours, 
IRENE PLACE 















Miss MARTHA ROSAMOND 


Introducing Miss Martha Rosamond, President of Spo- 
kane Chapter, Spokane, Washington. Martha is the ideal 
secretary type, versatile and efficient, with a generous amount 
of enthusiasm thrown in for good measure. Her twelve and 
a half years spent in the business world have been varied 
and interesting. 

At the present time, she is secretary to Virgil A. War- 
ren, advertising executive. She serves as headquarters secre- 
tary to Mr. Warren in his capacity as National Director 
of a large national advertising network with affiliates coast 
to coast. This position offers variety and gives added experi- 
ence in public relations. Miss Rosamond’s desire for new 
experience in various lines lead her to a position in the 
accounting department of Spokane’s largest insurance agency 
dealing in fire and casualty lines, and mortgage loans. 

Two years were spent as private secretary and office 
manager to a leading pediatrician; five and a half years as 
accounting manager and credit manager for a commercial 
banking and finance corporation, .and almost three years 
learning the merchandising business with a leading house- 
hold furnishing firm. 
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of the month 





This diversified record testifies to Martha's ability to 
become proficient in a number of professions and achieve 
great success in all of them. This has given her a wealth 
of experience in a relatively short span of years. 

Miss Rosamond has been a member of National Secre- 
taries Association for over four years, having served as 
chairman of the Telephone Committee, member of Regional 
Convention Committee, Chairman of Ways & Means Com- 
mittee, (last year, under Martha’s excellent leadership, 
Spokane Chapter had one of its most successful and remu- 
nerative years) Corresponding Secretary, member of the 
Northwestern District Publicity Committee, attended the 
1950 National Convention in Boston as official delegate 
from Spokane Chapter and has attended Regional and 
inter-chapter meetings. Miss Rosamond is currently serving 
on the Conventions Bureau Committee of the Spokane 
Chamber of Commerce, of which Spokane Chapter is a 
member, has participated in the National Safety Council 
drives and in the Crusade for Freedom Campaign. 

Martha recently conducted one of the Spokane Chapter 
study groups on “Secretarial Efficiency,” a subject on which 
she is well qualified. She was guest speaker at the Coeur 
d’Alene, Idaho chapter’s birthday banquet, giving, at their 
request, an account of the National Convention in Boston. 

Martha's hobbies include bowling, outdoor activities of 
all kinds, travel; she is an ardent reader and is interested in 
public relations. 

Spokane Chapter is very proud of its President and her 






many accomplishments and untiring effort in promoting 
the welfare of National Secretaries Association. We are 
grateful to have had this opportunity to present her to you. 
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dates to remember 


APRIL, 1951 
1951 NATIONAL CONVENTION 
July 18-21, 1951 
The Shamrock Hotel 
Houston, Texas 


Indiana State Meeting 
Hotel Severn 
April 14-15 

Indianapolis, Indiana 


Illinois State Convention 
Urbana-Lincoln Hotel 
April 14-15 
Champaign, Illinois 
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Fem the Frying fan... 


Managing a cafe is really fun; especially when you begin 
learning from the ground up as I did. 

I am secretary to Kenneth L. Roberts, Manager of the 
Rapid City Laundry and Dry Cleaners where we employ 
approximately ninety people. The Snack Shop which ad- 
joins our building has an all electric kitchen, a large foun- 
tain and a seating capacity of thirty-five. 

I am grateful to Mr. Roberts for letting me manage the 
Snack Shop as it has taught me valuable lessons in manage- 
ment; ones which could be learned only through experi- 
ence—and what an experience! 

First, and perhaps most painful to acquire, was an in- 
difference to sleep. The phone never failed to ring at five 
in the morning and the cook’s timid voice would greet me 
with, “I’m ill.” With opening time at 6:00 a. m. I would 
jump into my clothes and rush to the shop, all the time 
racking my brain to think of a substitute cook. When you 
finally persuade someone to help out for a day or two, it’s 
at double the regular cook’s pay. 

The second lesson was more subtle and came as a result 
of being over-sympathetic. A waitress had worked extra 
hard and after a busy noon time, asked if she might leave 
for an “hour.” Innocently, I obliged. Several hours passed 
and time came for the morning shift to leave. Figuring the 
waitress would be right back, I glibly bid them good-bye. 
Suddenly, without warning, the quiet hour became the rush 
hour and I frantically prepared hundreds of hamburgers, 
shoestrings, cokes and malts, ALONE. 

I guess I had read too many articles entitled, “How to 
Get Along With Your Employees,” because it wasn’t until 
another incident of trying to play girl scout got me into 
trouble again that I realized the importance of keeping 
people on the job regardless of how deserving they may be 
of that “extra hour off.” 
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by MILDRED LUX 
Mt. Rushmore Chapter 


This time it involved another waitress who asked to 
leave early and a glass coffee server, the kind often used by 
cafe owners. Working alone, again, and trying to do too 
many things, too rapidly, I lifted one server off the warmer 
to let the coffee drain down and then the next pot was 
ready. Gently I placed it beside the first one and turned 
quickly to my other chores. The suddenness of the explo- 
sion caught me unaware. Without looking I realized what 
had happened and mentally calculated how long it would 
take to set the room to rights again. Before I could turn 
around, lo and behold, the impossible happened—yes, the 
second pot exploded too. With grounds splattered to the 
ceiling, shattered glass tinkling to the floor and coffee 
splashing from the table to the floor, I walked out the door 
and called it a day. 

Another headache is the jukebox. I never realized how 
varied people’s tastes in records can be. No matter how old 
or how new, how gay or how blue the records you have, 
someone always wants the one you don’t have. 


Oh yes! Another gala occasion in the diary of a cafe 
operator is the day you expect the inspector. You check, 
re-check and double check. Everything is spotless, and he 
doesn’t come. Each succeeding day you knock yourself out 
seeing that everything is immaculate. You quarrel with the 
janitor, fuss with the waitress and harangue at the cook. 
After a week of such self-inspection, you relax; slip up a 
little here and there, figuring you have been forgotten. 
Then, HE walks in. After such a week of nerves, you aren’t 
the calm, cool, collected person you planned to be and your 
eyes plead for a good rating. You finally get your rating 
sheet, and breathe a sigh of relief. It was worth the effort. 
Result—EXCELLENT. 











Working in a restaurant does 
have its compensations though. I 
have received compliments ranging 
from how I wear my hair to the way 
I smile. And, someone always wants 
the recipe for our barbecued ham- 
burgers. 

Prices are probably the most dif- 
ficult. You never again see a plate of 
food, after managing a cafe, without 
automatically calculating how much 
it cost to produce. You sincerely like 
the customer who doesn’t use cream 
and sugar in his coffee and are de- 
voted to the ones who don’t ask for 
two pats of butter. These things seem 
small but they save important pen- 
nies. One good lesson you learn is 
to be less critical when you dine in 
other establishments; and you find, 
you are always making comparisons 
as to quality, quantity and service. 
Hence dining out has become much 
more interesting as I visualize all 
the planning that goes into the meal 
and I admire the clever ideas a fel- 
low cafe operator uses. Often, I 
mentally note the ideas and plan to 
use some of them myself. 

This report wouldn’t be complete 
without pointing out the serious side 
of the cafe business. Besides provid- 
ing an interesting hobby, with care- 
ful management it can be a profit- 
able business. I give approximately 
three hours a day to the cafe which 
are divided between the cook and 
the bookkeeping. I confer with the 
cook and together we plan the 
menus, usually a week in advance 
thereby providing variety and utiliz- 
ation of left overs. Some of the time 
is allotted to the purchase of food 
supplies. Usually I try to spend at 
least one hour a day acting as cash- 
ier and checking the employee’s 
work. A great deal of time is spent 
doing the book work for I have 
found that an accurate bookkeeping 
system is essential for a small busi- 
ness to prosper. Using carefully 
worked out budget plans and fol- 
lowing them religiously is the key 
to the small margin of profit in 
food. 

If, after reading one analysis of a 
restauranteur, any of you who had 
decided to try your hand feel dis- 
couraged, don’t be. Sincerely I say it 
is a different, interesting hobby, 
with, in spite of the headaches, var- 
iety every minute. 








qu Ne vege freeze raised my py 











1. “It’s like this. The boss had been 
urging me to try this new Dictaphone 
TIME-MASTER. Said it would free me to 
take on more duties and responsibilities. 
I’d balked. Then came the pay freeze, 
and I gave in. 





3. “The boss dictates without tying 
you up. You take dictation and trans- 
cribe at the same time—at your conven- 
ience. I saved so much time I was able to 
take on those extra duties and respon- 
sibilities and earned and got a raise! 


Make yourself more valuable—while making your 
job easier! Hear your own voice on the TIME-MASTER 
today. It’s fun! And send for your free 76-page booklet, 
“Letter Perfect.” Full of helpful tips! 


Free secretarial placement service at Dictaphone Offices in major cities. 


DICTAPHONE 


GREATEST NAME !N DICTATION 


CORPORATION 


“Di hone”’ is a registered trade-mark 


of Dictaphone Corporation 
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2. “Right away I liked that tiny 
Magic Ear. So light you hardly know 
you've got iton. No hair-mussing. Trans- 
cribing’s a cinch, too! Words come out 
clear as a bell. And you set the speed 
yourself! Best of en 





4. “The Memobelt, TIME-MASTER’S 
plastic belt record, is a joy to use. Picks 
up every word, even a whisper. No resur- 
facing — you use it once and throw it 
away, file, or mail it!...Why don’t you 
try the TIME-MASTER?”’ 





| Dictaphone Corp., Dept. T-41, 
420 Lexington Ave., N. Y. 17, N. Y. 


| Please send me my free copy of “Letter Perfect.” 


| Company 





Name 








| Address 
State. 





| City & Zone 
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This new, portable, motor powered Paper Jogger 
is available from the Mimeograph Supply Company, 
P. O. Box 302 Wichita 1, Kansas. It handles all 
be of paper of any size from 3 x 5 up to 


a 
7 x 22”. This ELECTROJOG will edge-align a 


ream of 20-pound paper in 10 seconds. This item 
will be particularly useful to those who do mimeo- 
graph work. Price $59.50. 





The Evans Gathering Rack is another aid to those 
who do considerable mimeograph work. Available 
in different sizes, this rack is collapsible and there- 
fore easily stored. Information may be had by writ- 
ing to the Evans Specialty Company, Inc., 407 N. 
Munford St., Richmond 20, Virginia. 





Especially designed and priced for offices with rela- 
tively light incoming mail, the Pitney-Bowes ‘Mail 
Opener” is an easily operated time saver. Rubber 
feet are slipproof, nonmarking. Size:16144” x 334” 
x 2%” high, it weighs 7 pounds 14 ounces. Fin- 
ished in a soft tone of tan;. lever and feed plate 
finished in satin nickel. 


Thos. A. Edison, Inc. has developed a new system 
of remote control dictation that consists of from 
one to twenty telephone-like dictating stations 
wired to a central recording instrument located 
mear the secretary as pictured above. A buzzer 
automatically notifies the secretary when the disc 
is nearing the end, thus she can always provide 
ample disc surface for each dictator. A 12-page, 
two-color booklet one, full details may be had 
by writing to Thos. : Inc., 511 Lakeside 
Avenue, West Orange, N. J 





This new Pull-lever Typewriter Ribbon Box by 
Underwood Corporation, is _a compact way of 
keeping your ribbon supply. The box is reinforced 
on all sides and can be utilized for other storage 
purposes when the supply of ribbons is exhausted. 





Additional information on items appearing on 
these pages may be had by writing directly to the 
manufacturer or to the company in care of THE 
SECRETARY, 601 Wood Street, Pittsburgh 22, 
Pennsylvania. When writing directly to the manu- 
facturer please mention THE SECRETARY. 
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GOVERNWANT JOBS 
OFFAR OPPORTUNITY 


The demand for women clerical workers seems insatiable. 
From the time women were first introduced into office work 
there have never been enough to go around, except in the 
depths of the depression. Today is only an intensification 
of that situation. 

Why has this occurred? It is not, like the diamond mar- 
ket, a controlled operation. Moreover, labor saving devices 
have been introduced which might be expected to lessen 
the need for clerical help. Yet today the demand far ex- 
ceeds the supply. 

Clerical work like any other occupational field is graded 
in desirability. Levels range in accordance not only with 
the diversity and complexity of the skills required, but with 
the degree to which the individual personality of the worker 
has recognized value. At the lower levels are mass produc- 
tion operations which closely parallel factory conditions— 
punch card machine operators and telephone operators, for 
example. In large record-keeping filing or typing pools the 
individual worker completes her individual assignment 
rather than impersonally taking her place at a power oper- 
ated machine. Principles of industrial management come 
into play and the level to which the woman operator can 
rise is of great importance to those interested in the status 
of women in one industrial type of society. In Government 
there is technically no block to advancement for women 
and there is some use of women in the higher level posi- 
tions to prove the point. 

At the top of the pyramid of clerical work is the private 
secretary. Her responsibilities require not only technical 
ability but knowledge of the field in which she is working 
and above all mastery of the techniques of human relations. 
A proficient private secretary often exercises real power and 
influence. She may rise to a high position of trust in which 
her integrity and her ability are often put to severe tests. 
The heavy demand on the private secretary to produce and 
at the same time to be always on the alert, to be charming 
and competent require the greatest skill and ability. Some 
people, walking into a well run office with a highly compe- 
tent secretary and finding her well poised, unhurried and 
charming, mistakenly think what a soft job she has. Yet the 
experienced person recognizes at once the same qualities at 
work as those which make the successful woman in any 
sphere of life. 

In Government this picture can be duplicated but it is 
complicated by several factors. In the first place, there is the 
Classification Act, which, while it gives a fairly high rating 
to clerical jobs also establishes a ceiling for secretaries at a 
moderately low level. Security and benefits are offset by 
limitations. Exceptions are not numerous. Security of em- 
ployment under the Civil Service system, retirement bene- 


by ESTHER B. STRONG, PH.D 
Representative of Women’s Interests, 
Personal Policy Board, Department of Defense 


fits, sick and annual leave with pay are all attractive to the 
woman who is employed. The choice of fields of interest— 
law, contracts, insurance, personnel, scientific research, pub- 
lic relations, in which secretaries work are so diverse that 
choice of experience is almost unlimited. 

In many instances during the war, girls came into Gov- 
ernment by the process of going to the personnel employ- 
ment office, taking the tests, and being placed. They were 
assigned as secretaries to men who were on temporary 
assignments with Government from industry and when the 
war was over they left with their bosses to go into business 
where the ceilings are not so low nor so rigid. 

One smart young thing walked into a personnel office 
and said she was interested only in a front office assign- 
ment. She was after a job with top officials. She got what 
she wanted only to find after elections the top officials 
were out and she had to be reassigned. Unfortunately, the 
good jobs were otherwise occupied. Front office in Govern- 
ment is not like business because of its political implica- 
tions. 

Many girls prefer assignments with middle management. 
There they find the younger executives that are on the way 
up. While the fortunes of a secretary in Government are 
not nearly so dependent on the fortunes of her boss, she 
may find close business association with a career executive 
pays off. 

If a girl has a particular field of interest, she can direct 
her efforts toward experience in that field. For example, 
one girl who was especially interested in child welfare, 
looked over the telephone directory of Government offices 
and decided that the Children’s Bureau was most likely to 
have the type of secretarial job in which she would be in- 
terested. She became secretary to the director of the publi- 
cations division and from that began a constructive career 
in Government moving from secretarial work into research 
and personnel administration. 

In Government the system is more important than the 
job. The worker is protected not only by his skill but by the 
system itself. Once in the system, many moves are possible 
for the alert career girl. If she marries and her husband 
moves she can get transfers to other cities. If she has chil- 
dren, she can get generous maternity leave. Upon getting 
out of the system, however, it may be difficult for her to 
get back in. For secretaries it is not so difficult as for women 
who have been promoted into fields in which there is sharp 
competition with men. 

The present national emergency has developed once 
more a period of expanded job opportunities. The girl with 
a clear head and technical skills who knows what she wants 
has a world of opportunity open to her in Government. 
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practice classes 


The following questions are some that have been re- 
ceived since the last issue of the magazine and should be of 
general interest. 


1. When a ballot vote results in a tie, does the pre- 
siding officer then vote to break the tie? 


No. The presiding officer casts her ballot when the mem- 
bers do, and if the vote is a tie the motion is lost. If it is 
an electing ballot, then the club must vote over again. 
(Sometimes the tied election is decided by drawing straws 
but it is not a wise course.) 


2. Our board voted to foster a certain project involving 
the organizing of group associations which would require 
raising of several hundred dollars. The money has been 
raised by contributions of members and friends but has 
never been turned to the treasurer, although the by-laws 
read, “the treasurer shall collect and account for all funds 
received and disbursed by and for the Club, and expend 
same upon the warrant of the auditor, countersigned by 
the President.” The chairman of this project desires to turn 
the money over to the new organization for which it was 
raised and would like to know if she should give it directly 
to the new organization or turn it to the treasurer of the 
club. Which course is proper? 


The money was raised through contributions made in 
support of the club project. The money should be turned 
to the treasurer and a check to the new organization should 
be issued by the treasurer on warrant signed by the auditor, 
as provided in your by-laws. The money most certainly was 
solicited and given in support of the club project. The chair- 
man of the committee is entitled also to the protection of 
having the account audited by your club auditor. It is never 
wise to be thoughtless in handling important affairs of a 
club, and every officer and chairman and member is entitled 
to careful consideration. 


3. It is necessary to have a motion to adjourn when 
the business of the meeting is completed? 


No. It is better for the presiding officer to say, “If there 
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is no further business to come before us, we will stand 
adjourned.” Pause, to give opportuniy for any omitted busi- 
ness, then “we are adjourned.” 

4. Should the President call the Vice-President to the 
chair before giving her annual President’s report? 

Not unless the report contains subjects requiring action 
by the assembly, such as recommendations or resolutions. 

5. When the President is a candidate for re-election 
should she leave the chair when she is nominated? 

No. 

6. The chairman of our board reports to the club in 
this form “Mrs. A. moved and it was seconded that we do 

” etc. motion carried. Is this the proper form for a 
report? 

No. She is giving a report in the form of minutes. The 
report should read, “It was moved by the board that we do 
.” The minutes of a board belong to the board, the 
minutes of a committee belong to the committee. TheAction 
is reported not the details as to who made the motion. It 
is very unfair to include the name of the maker in the 
report. The club does not know what discussion prompted 
the motion and might misjudge the maker of the motion 
thereby. 

7. Our by-laws state “When a member shall have 
been absent from three consecutive meetings she shall be 
dropped from membership.” Our club is a limited member- 
ship club with several applicants on the waiting list. We 
have a member who has always been a valuable member 
but is unable to attend regularly. Can we suspend our by- 
laws and excuse her if she is absent three times consecu- 
tively? 

By-laws cannot be suspended, but they can be amended. 
Your by-laws seem too severe. It would be better if it read, 
“When a member has been absent from three conscutive 
meetings without adequate excuse deemed acceptable by the 
Executive Board, she shall be dropped from membership.” 
It seems to me that there are often extenuating circum- 
stances for which consideration should be allowed. 








Latest in a series featuring Top Secretaries in American Business Firms .. . including, among others, Trans World Airlines, General Petroleum Corporation, Matson Navigation Co. 





Top Secretary MARION HEALY, 
Secretary to R. N. W. Harris, 
President, The Toni Company, 
says, ‘“‘The Electri-conomy per- 
forms typing magic—gets my 
work out in record time without 


any effort at all.” 

























and thousands like her 
prefer the Remington i 





Today, American Industry realizes that 
it takes peak output in the office to 
achieve peak production in the plant. 
That's why top secretaries like Toni's 
Miss Healy go for the swift, effort- 
less typing speed of the Electri- 
conomy -- those 20 clear carbons at one 
typing -- this handsome “Executype" for 
letters of true distinction that will be 
signed with pride -- and that glorious 
“alive-at-five" feeling because 


electricity does the work! 
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THE SECRETARY 





March 28, 1951, members of Los Angeles Chapter of 
National Secretaries Association, as has been their custom 
for the last two years, invited into their offices outstanding 
pupils of local high schools who were awarded the honor 
of being “Secretary for a Day.” Approximately twenty 
schools were contacted to choose girls of the highest schol- 
arship in their classes to represent the various schools, and 
on the 28th of March the girls went into the offices of 
members of the Los Angeles Chapter to spend a day observ- 
ing the way a busy office operates. The N. S. A. members 
and their “secretaries” arranged to meet in groups at con- 
venient locations for luncheon, where the girls had a chance 
to meet each other and the members of N. S. A. 





John C. Kemp (third from left) is presented with a plaque 
upon his selection as “Boss of the Year” at the second annual 
Boss Night dinner of the New York City Chapter of the 
National Secretaries Association. Mr. Lawrence Merchant, presi- 
dent of Pilsbury Publishers, Inc., left, made the award, as 
Miss Christine Schmitt, Mr. Kemp’s secretary, smiles proudly. 
At right is Miss Dorothy Walsh, until recently Mr. Merchant’s 
secretary. 
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IF I WERE JUST A CAT 


By a Member Who Prefers to Remain Anonymous 


I wouldn’t wear a ribbon, if I were just a cat. 
I wouldn’t drink my milk and cream 

And just grow slow and fat. 

I'd never sit beside the fire, 

Looking sleek and smug. . . 

Instead I'd switch my long gray tail 

And dig the Chinese rug. 


I wouldn’t be a tabby cat, 

As sweet as sweet could be— 

I'd attack the furniture, 

And treat it like a tree. 

I'd sneak outside into the rain 
Aad get my paws all muddy, 
Then back I'd dash into the house 
Right to the Master's study! 


I'd wash the faces of the dogs 

To show I’m not afraid, 

And knock the china to the floor 
On every midnight raid. 

I'd take the best chair in the house 
And claw the thing to shreds, 

And then I'd find a place to sleep 
On all the nice clean beds. 


I'd show them that I’m ROYALTY; 
From the King of Beasts I spring, 
And I'd never lose my dignity 

By playing with a string! 

I wouldn’t even chase a mouse 

If he ran across the room— 

Why should I—I’m not hungry— 
Let them kill him with a broom! 


I'd truly be the King of Beasts, 
Were I born feline too— 
Perhaps that’s why I just forgive 
The catty things you do. 

Being born a woman lends 

To feline, so I know 

That all your tom-cat antics 
Are purely just for show! 
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Report of NEW ENGLAND CONFERENCE, 
February 16-18 

New England’s unpredictable elements did not dampen 
the enthusiasm for the large representation from seven 
chapters (Boston, Springfield, Framingham, Mass.; New 
Haven, Stamford, Waterbury and Hartford, Conn.) at the 
NEW ENGLAND CONFERENCE held in Hartford, Conn. 
at The Hotel Bond, February 16, 17 and 18, with the Hart- 
ford Chapter acting as Hostess. 

Among the notable guests were Mrs. Mary Barrett, 
N. E. Vice President, Miss Frances Dickinson, National 
Secretary, and our Governor's Lady—Mrs. John Davis Lodge, 
who is most charming, fascinating and scintillating, as well 
as talented in her own right, gave the address of welcome. 
Brigadier General William Hesketh, Civil Defense Director 
for Connecticut was the Guest Speaker, and he brought us 
up to date on this vital and important issue. We were also 
honored by the presence of Mrs. Marie Gorgas, New York 
State Advisor, and Mrs. Alice Foote, Conn. State Advisor. 
Unfortunately, due to illness, Mrs. Grace Dill, Massachu- 
setts State Advisor was among the missing. 


Events of the Conference included “Open House” (as 
usual most enjoyable); each chapter representative partici- 
pated in educational and civic discussions, thus giving 
forth new ideas for our advancement; report on C. P. S. 
Institute, “The Secretary” and National Membership prob- 
lems. Thus, along with delicious food and entertainment, 
another N. S. A. program came to a close, which was a 
preliminary event to the big occasion at Houston this July. 


HEAR-SAY 


When answering phone calls 
I have an objection— 
It's not a wrong number 
Or faulty connection. 
Of what am I speaking? 
In order to hear things, 
I’m always removing 
Those troublesome earrings! 


OFFICE UTOPIA 
I wonder if I'll ever see 
Such things as these which ought to be: 
Letters that will file themselves, 
Orderly and dustless shelves, 
Typewriters with brakes to stop 
All mistakes before they pop, 
Paydays when we need the cash, 
Rush hours without hurried dash, 
Chauffeur service now and then, 
Single bosses—bright young men. 
When all jobs these joys unfold 
I'll not be working . . . I'll be old! 


The above poems were written by Elsie Muriel Farr, Lake Shore Chapter. 





Reading Mayor Newton’s proclamation decreeing the week of 
February 5-11 National Secretaries Week in the Mile City of 
Denver are (left to right) Rose E. Walter, President of the 
Columbine Chapter, Denver; Mrs. Elizabeth R. Scott, National 
President, and Mrs. Eleanor E. Lang, President of the Ever- 
green Chapter of Denver. (Report below.) 


The Columbine and Evergreen Chapters of Denver wel- 
comed sister chapters from the states of Idaho, Wyoming 
and Colorado to their first Regional Meeting held in the 
Mile High city of Denver on February 10 and 11, 1951. 
Mrs. Ann M. Dodge, Northwestern Vice President and Pre- 
siding Chairman, was greeted and presented with a bouquet 
of beautiful Colorado carnations upon her arrival. 

Rose E, Walter, President of Columbine Chapter, wel- 
comed the members on behalf of the co-hostess chapters, 
and Mayor Quigg Newton of Denver assured the secretaries 
that the city was theirs for the weekend . . . and his promise 
of fine weather was no joke for the temperature was 70° 
both days... (we won't say that it was snowing when Mrs. 
Dodge departed for Olympia on Monday). 

The Saturday afternoon session was devoted to the dis- 
cussion of national program and activities, local chapter 
reports, recommendations, problems, suggestions and ideas. 
The Sunday morning session consisted of panel discussions 
on chapter activities, including bulletizs, programs, ways 
and means, and membership. Mrs. Toni Haskins was ap- 
pointed State Reporter, her address being 1256 Columbine 
Street, Denver, Colorado. Miss Louise Eaton, 1350 Sherman 
Street, Denver 3, Colorado, was elected I. C. C. Chairman 
for the region. We are grateful to Mrs. Gano Senter, parlia- 
mentarian, who conducted a class in parliamentary law be- 
fore the business sessions on Saturday and Sunday morning. 
How honored and elated we feel to have had the opportu- 
nity to have as our guests at the Saturday night banquet all 
of the national officers and the new executive secretary. 
Having had the opportunity to meet them and talk to them 
has brought us closer to NSA and has enlightened us on its 
accomplishments. A treat such as this one cannot forget. 
Our guest speaker for the evening was Mr. H. J. Merchant, 
Assistant General Manager, Ground Services Dept., United 
Air Lines, whose address “Moral Rearmament—An Ideologi- 
cal Force” was apropos. 
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SIOUX FALLS, South Dakota secretaries promptly re- 
sponded to a request from the Royal C. Johnson Memorial 
Hospital to assist with ushering and to act as projectionists 
in the wards twice a week. 

Referring to money-making projects, the RAPID CITY, 
South Dakota members state “The hosiery sale is most 
practical as we are our best customers.” 

POCATELLO, Idaho secretaries are prouder than ever 
of their chapter bulletin, “Smoke Signals,” after reading an 
article by the editor of their local newspaper. The editor 
stated that their bulletin is a most complete and readable 
publication gotten out by any of the local units of national 
organizations of one kind or other with which he is 
acquainted. 

MEDFORD, Oregon members have shown their interest 
in the local civilian defense program by signing up for 
an intensive first aid course. Several members have pledged 
blood donations. 

The LARAMIE, Wyoming Chapter is trying to get a 
chapter started in Cheyenne and feel that the prospects are 
very encouraging. One of the Laramie members, Mrs. Lera 
B. Friedemann, has had her book of poems published. 


NORTHWESTERN DISTRICT 
Miss LAURIE MAE SANDERS 
1326 East Ninth Street 
Olympia, Washington 


SOUTHWESTERN DISTRICT 
Mrs. GRACE GARRATT 

1334 East Street, Apt. 202 

San Bernardino, California 


Charter dinner for the new SAN DIEGO CHAPTER 
was held at the San Diego Club on February 10th. Fifteen 
Charter members received their pins. Installing officer was 
Gladys V. Bauer, Southern California-Arizona ICC Chair- 
man, of Santa Monica, assisted by Grace Garratt, ICC 
Chairman Southwest District, from San Bernardino. The 
table was beautiful with bright red sweetpeas and fern. 
The impressive candle-lighting ceremony, traditional with 
National Secretaries Association, was used. 

Officers installed for the remainder of the fiscal 
year were: 

President, Mrs. Dorothy Hoefer. 

Vice President, Mrs. Hester Newman. 

Treasurer, Mrs. Harriett Leuszler. 

Corresponding Secretary, Mrs. Severa Shaw. 

Recording Secretary, Mrs. Marian Canavan. 

ICC Representative, Mrs. Anne Murtha. 


GIRARDOT CHAPTER of Cape Girardeau has the 
only representative from a local women’s organization on 
the Civilian Defense Council. Helen Marshall, president, is 
taking an active part in the work. The chapter also partici- 
pates in the tuberculosis Christmas Seal sales, March of 
Dimes and American Heart Association drives. 
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CPS truly seems to be taking our Northeastern District 
Chapters by storm .. . fifty per cent of the members of 
MOTOR CITY CHAPTER, Flint, Michigan, have signed 
up for a series of twelve two-hour classes of “Business 
Theories for Secretaries,’ which will include principles 
of economics, accounting, finance and banking, business 
law, business organization, business mathematics, business 
writing, filing, public relations, and office practices .. . 
Twenty-seven members of the KALAMAZOO CHAPTER, 
Kalamazoo, Michigan, are launching a nine-weeks’ educa- 
tional program on “Business English” . . . Four Johnstown, 
Pennsylvania Chapter members will represent the Secretarial 
Profession on “Career Day” at the Johnstown High School. 
This project is sponsored by the Kiwanis Club’s Voca- 
tional Committee with speakers present from all vocations 
in order to assist the students in deciding upon their future 
careers . . . and, we are told that there has been such a 
tremendous registration for stenographic and secretarial 
education that four periods will be devoted to these subjects 
... The Executive Board of WHITE ROSE CHAPTER, 
York, Pennsylvania, have been invited to review and offer 

continued on page fifteen 


NORTHEASTERN DISTRICT 
Mrs. LEO HORCHOW 
c/o J. C. Breyfogle 
74 East Gay Street 
Columbus 15, Ohio 


SOUTHEASTERN DISTRICT 
HELEN G. KANE 
P. O. Box 1115 

Wheeling, West Virginia 


On April 7th, the CHARLESTON, WEST VIRGINIA 
Chapter will open the doors of the spacious Daniel Boone 
Hotel Ballroom to its Sixth Annual Kanawha Valley An- 
tiques Show. For three days, thousands of antique collectors, 
as well as curious “window shoppers” will pay their fifty- 
cents admission to gaze upon and purchase an elaborate 
assortment of old china, glass, jewelry, furniture and other 
curios of the past. 

The mere statement of “antiques” might well bring to 
mind a jumbled array of dusty, musty, marred items for sale 
at exhorbitant prices. But, the Charleston Chapter, by its 
careful arrangement of the various exhibit sections brings 
to the spectator an awesome display of sparkling beauty 
from the days of long ago. 

The show, sponsored annually by the chapter, and 
widely acclaimed in the Eastern area, has attracted exhibitors 
and dealers from New York to Florida. Inaugurated in 1946, 
the unusual exhibition is managed entirely by the members 
of the Charleston Chapter, who plan far in advance of the 
affair. Each year attendance records are broken, and it is 
anticipated that, with the growing interest in antiques, 
the April show will far surpass previous records. The Sixth 
Annual Show will be managed by Miss Mary McCormick, 


continued on page fifteen 
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(NORTHEASTERN DISTRICT NEWS—Continued ) 


criticism and suggestions on a manual covering “Grooming 
and Manners,” being published for presentation to Business 
Education Students of the William Penn Senior High 
School in their city. This book covers concisely, “Grooming 
for the Interview,” “The Interview,” “Grooming for the 
Job,” and “Good Business Manners.” Their President also 
accepted an invitation to address the class on March 8, at 
which time she undoubtedly answered many questions on 
CPS and the Secretarial Profession . . . the COLUMBUS 
CHAPTER, Columbus, Ohio, found CPS enthusiasm running 
high at their February 14, CPS Party, attended jointly by 
NSA members and visitors from NOMA .. . and commend 
those two members from SPRINGFIELD who braved the 
ice, snow, and sleet to attend the meeting. Dr. IRENE 
PLACE, acting Dean of the CPS Institute, and DR. 
CHARLES B. HICKS, member of the Institute, were on 
hand to conduct the forum and many CPS problems were 
the topic of discussion. 

Inspiring success followed a worthy venture when the 
FLINT, MICHIGAN CHAPTER chose to sponsor a mo- 
tion picture, “Prelude to Fame,” in order to finance their 
Chapter Scholarship Fund, soon to avail a qualified high 
school graduate an advanced Secretarial course at Baker 
Business University in their city . . . while the Tire 
Town Chapter, AKRON, OHIO, chose their annual Boss 
Night Dinner as the appropriate time for presenting their 
annual scholarship grant in Secretarial Science to H. E. 
Simmons, President of Akron University. The University 
officials will, in turn, choose the recipient of this new award. 
Mr. Philip Lovejoy, Secretary of ROTARY INTERNA- 
TIONAL, whom many of you will remember as our key- 
note speaker at Chicago Convention, 1949, was on hand to 
round out a perfect Boss Night for the Akron Chapter. 

Civic projects are the “order of the day” for INDE- 
PENDENCE CHAPTER members of Philadelphia, Penn- 
sylvania, with two presently under way. One is furnishing 
financial aid for transporting a crippled boy to school, and 
the other requires valuable time in staffing a dental clinic 
... and these NSA’ers are finding great satisfaction in doing 





This picture was taken at Employers and Guest Night Dinner 
given at the Blackstone Hotel by the Ak-Sar-Ben Chapter of 
Omaha, Nebraska. Pictured from left to right are Virginia 
Dessauer, chapter member, Senior Senator Hugh Butler, 
(Rep.), Nebraska and Grace Steinbaugh, chapter president. 


something for others . . . The LORAIN, OHIO Chapter 
have created a Dress Club and have found it most profitable 
... and the “march of envelopes” seems to be progressing 
as more and more of our NE District Chapters report 
typing thousands of them for first one drive and then 
another ... AKRON’S number recently being 75,000 for 
the Summit County Crippled Children’s Society annual 
Easter Seal Drive. 

Evidence that NSA’ers advocate some pleasure along 
with hard work brings us news of a “hard times” party held 
by members of TAW ASI CHAPTER, Fort Wayne, Indiana, 
with patched pants and ragged shirts as the “must” . . . and 
a report of outstanding success in a joint Chapter affair in 
the form of a Luncheon-Fashion Show, for members of the 
LIBERTY BELLE CHAPTER and the INDEPENDENCE 
CHAPTER, Philadelphia, Pennsylvania, late in February. 

Ever welcome news is that of personal achievement of 
our NSA members .. . and this month good news has 
reached us from DETROIT CHAPTER, Detroit, Michigan, 
that Mrs. Doris Lusk, secretary for the past thirteen years 
to Mr. David D. Henry, President of Wayne University, 
has just received her Master of Arts Degree . . . and those 
of you who use the Pitman system for shorthand will prob- 
ably be interested to know that MARION L. MUNSANTE, 
president of the NEW YORK CITY CHAPTER, has been 
interviewed by Dorothy F. Haydon, resulting in the publica- 
tion of an article, “The Business Scene” in the February, 
1951, issue of Pitman’s Journal. Written by Marion, the 
article, done in Pitman shorthand, deals with the history 
of NSA. 

Were we permitted to make an “association award of 
the month,” for Chapter achievement, high on our eligibility 
list for this month would be the NEW YORK CITY 
CHAPTER for their recent offer of a $5 credit to all mem- 
bers of their Chapter in good standing on their choice of 
either Boss Night or New York State Meeting registration 
fees. 





(SOUTHEASTERN DISTRICT NEWS—Continued ) 
who, in addition to her secretarial duties, has herself become 
a dealer in antiques. Miss McCormick has previously man- 
aged the shows and has contributed greatly to their success. 

Ir is estimated that $7,800.00 gross proceeds have re- 
sulted from the past five shows, with net profits figuring 
near $2,500.00. These amazing returns, it would appear, 
puts Charleston in top position among the “financially 
sound” chapters. Such proceeds have been used to make 
purchases of needed equipment for several charitable insti- 
tutions, and to further the educational! program for members 
of the Charleston group. 

Exclusive Sedgefield Inn, GREENSBORO, NORTH 
CAROLINA, was the scene of the Southeastern District 
Meeting on February 23, 24, and 25. One hundred dele- 
gates, representing a great number of Southeastern Chapters, 
gathered to witness an extraordinary display of southern 
hospitality, and to successfully combine the business of NSA 
with the joyful reunion of old friends. Vice President 
Frances Crawford, Vicksburg, Mississippi, presided at the 
last business session for the Southeast before the National 
Convention in Houston. 
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CARBON PAPER 


NO MORE GRIPPER-ROLLER MARKS 
ON CARBON COPIES 


With this amazing, new carbon paper, you always 
get clean, easy-to-read copies—no matter how many 


copies you type at one time! 


Other major advantages: 1. Never curls—firm, easy 

to handle. Saves you time and annoyance by making it 
easy to assemble many copies; 2. Outlasts ordinary carbon 
paper up to 50%; 3. Comes in various ink finishes and 


weights to meet every typing need! 


STANDARD 
MANIFOLD 
COMPANY 
CHICAGO 

Offices in Principal Cities 
Mail coupon below for 


FREE TRIAL SUPPLY 
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STANDARD MANIFOLD COMPANY 
333 West Lake Street, Chicago, Illinois 
Please send me a FREF Trial Supply of Magic Carbon Paper. 
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Minimum copies___ , Menino... _., Average... 
NOTE: If possible, please enclose samples of your letterhead 
and second sheets. 





